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S'JiS’S * m P R’SPARIHQ AGKlfCI RFTILATIOSS,- 
■ ' ; General Content,, 

Cl a Regulations will eonfcain all officially approved ©otarse*: at -i&vJ an 

or dartrahl. for Mw tontroh and dirSstion of iS »Su*S! 

iMtt R ® 8 J?‘jH ?? 8 wil1 4aea>ude orgmiU&Uon, policies, Auctions, as I- orioles 
wisponeibiliUea, mid procedures,, " J= o«.«ie». 

OrgcUEji3iatioa u 

In general, each eaetion of each aeries of the Reg nations ehaiiM ba 
«KMHM4 to includs a,® following topical braatatomr 

a. Oaneral. A goners! statement of tbe purpwse and oble ttoea 
of the Itegulatta, what it purport* to aeeempteh. »- Z 
fffloa It la applicable,, 

bn Policy* A statement of tha Agency poll-ay which the- rtevbi*, 
calar section of the series ©f tha Relation?* to que^te 
is designed to establish, define,, end dissf- rariw a «■■»., 

®o Functions* A brief statement of the functions involv'd In 
the particular section of the Regulations* 

IteapcmsibiUtios* Assignment of the specific responeibilitieft 

rf tht^SS! * h * fUDOtl “* “ thl ” •«<*“ 

Au^ority* Basie delegation or placement of authority- est\aa- 
tlal to meat the responsibilities assigned, and tw %bs cr- 

JJ d f tiVat J 4 on of tho and pnesddN lot forth 

An tha particular section of the Regulations* 

Procedaras* Detailed procedures ©sttsnfeial to the performance 

°S JSLZTZZi 1 ^f ul r ,t of « S pun a ibmt,i, 6 , L,d 

^areiss of authorities toward the acsampllshmimt of the ’ 
objective and purpose of the Regulations., 

X Detailed Content* 

Hagulations should incorporate j 

*' £5^5*2^!"" Mgul4ti0M tta «* *>»* B.*rt,,to- 

b. Sasfcione of tho Confidontial Funds Regulations approprlat. 
and pertinent to the particular series in question. 




fc 



restricted 
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essential procedures of general Agency interest 
hay® not, been published heretofore,, 


ijo Writing.,, - General,. 


‘.o — » a— 


ftn 


©, 


in d ^!r?n^ e POl i Cy or procedure unrf81 * consideration^ 
tn ?£? ? r .J° dtt “ ribe Particular policy or procedure 
30 that it may be used effectively* it i® necessary that 
uho writer be thoroughly familiar not only viith the matter 
directly involved, tot the implications aLreasona Z 

of a a “rtilu' ,^? S » ° f“ r ln ** ai » a > «» the relationship 

to •>"'*«•*»» ostahlishw rel«/ 

2u5^!taMiih to >™*>***° Halation* 

sno ia establish and describe functions and the policla* 

J®roSbill?»°ff In f* i0 "« J h ° y ahwll<1 "’ oi S a °*'<!<'«t*«lional 
5 ? /. Uw Of polloiet and the p«- 

formance of functions <, They should explicitly provide oron«r 
authorisation for the fulftllmant of proper 

sibilitieso i 8nt oi 311 ass ^‘ iad *•«**»- 


U usa thl mfe ^f® 9 of «°™P* , <*«n9ion among those 
Ua ial? materials, a particular issuance is eff M - 

iSd and if^^L hi ? gra ® 40 1lhich 4t ■“* b® undeiw' 
h^d ltrLf ^ I so who must use it cannot entirely compre- 
*J*J d ltS f S g!! ^ ts effectiveness is l«»t 0 Therefor, 

S is ffsss^rs. 1,0 that th8 •**£*■* 

os oi rooted to .Sorest degree of comprehension as lenr as the 
appearance of "writing down" is avoided,, E “ 


dS“\ho laLS^T a ? Ura *?" POin, ' 0t nm <* the dltiMte 

?/ t rSllL U, ? 9n,t ??? lng ° f t « h ” d »“ 1 d«aU or. Sa 

vocaduros ahead bs-SFrccrirsuanr »amirtslr^r~ 

pifor.aanca ol functions can contlnua without regard to tha 
temre in office of ^ indi^ai,, &ora J?. “• 

STS? h rfTOn a "onLTlaaf? e ‘ i “, a “ * f “ naU “ le P ,rrc ™»« 

tha^aSy by ^riidl^^ n f^ 00 e ?! <wtlal to «» bualnoaa ol 
"sancy oy any individual incombenfc without reliance noon 

Knowledge and informal procedures of any predecessor or a^v 
supervisor who may be absent from duty 0 * ^ 


do 


S a „ qU ^ l0nS V^h ? , l¥hat * whe «* and how - funda« 

writing is a thorough understanding ©f 
.he objectives to be obtained Jy the issuance, and a cS^L 
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effort to roach that objective* As an aid to this end the 
questions who,, why, what, when® where, and hew should be 
considered* 

So “/rlting « fpeeifi®* 

It is augmented that the compilation of materials to bs incorpo rated 
in the Relations may be approached in somewhat the foliwing manner* 

®° Analyse all existing written materials as outlined in paragraph 
5 above by topical subject matter breakdown and prepare indices 
«5« J index cards o In this manner all references fxwa til 
sources related to any given subject or topic may be located 
in one piaco *4ien tho actual writing and organisation of material® 
begins* This technique vdll facilitate tho organisation of 
materials and aid in the logical, coherent sequence both i& tho 
preparation of outlines and in writing the regulations* By this 
device every policy, authority, responsibility and function 
related to any particular subject of a significance warranting 
its inclusion in Agency Iteg llations will be assembled arid will 
simplify the organisation of the over-all flagulations. This 
systAT! will also be invaluable in preparing an adequate infest 
for the total volume of regulations* 

b* Adequately prepared index cards will permit the association of 
policies and authorities with related subjects or function; * 

They will also permit the application of clear, definitive 
titles to each section and subsection of the Regulations* 

s<? The index sards may then be organized in logical and coherent 
sequence toward the preparation of detailed outlines; of any 
given section of the reg dationa* 

do Preparation of these index cards should also be directed towanl 
the incorporation of all significant policies, functions, author- 
ities, responsibilities, and procedures which have never been 
formally published 0 The initial analysis of materials aho jd 
encompass inforftation of this type* 

a* Having organized these materials in this maimer, the problem 
becomes merely & mechanical process of drawing from each scarce 
cited on each card to assemble a draft copy for rewrite anc 
editing* 

f* Particular attention who dd bo given to make certain that every 
new item, fact, concept and relationship which may be foreign 
to the user is adequately defined* 

g* Care should bo fcaim to ensure that the Haw of work and th® 
sequence of action is explicit* the source from which each 
piece of material or other motivation come®, the* step»hiy'*' step 
process or operations including all details essential to the 
completion of the particular action, should be clearly and 
definitively set forth* 
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he lake certain that all previous practices, methods, or requ .',re« 
vents which are discontinued are specifically identified in ail 
drafts * an issuance defeats its own purpose whan conflict# with 
previous issuances are permittee; to exists Conf lie ting % an well 
as superseded issuances should be specifically modified or 
rescinded •= 

i« Cheek, the issuance with authorS-ti.es in the fuald before filial 
preparation ~ issuances which may be eneoep title to taohnlcftl 
interpretation in fields with which the writer may La unfamiliar 
Should be checked with authorities and written coordinate!, v with 

them* 

6 - 3tyi Be 

fhe aim of kr.msy keg ti a ovens should be perfect clarity attained 
by logical development* concise statement,, and incisive, direct 
presentation^ In line with the current trend* no mark of cune» 
tuafcion should be used unnecessarily « Punctuation should , how^ 
«ver» be used when necessary to aid expression and meaning &r 
to ensure clarity, format should facilitate rapid reading and 
anbaecfo ant reference* 

to., The subject should normally oe introduced if a "general* «••• 
“background" paragraph.. Hie principal purpose or objective of 
the regulation should be stated at the beginnings pmcedtuivl 
*L*ps, ii -any, should 1- aeveiumed in logical ordwr 

T-: dumber of Copies ‘(equiredo 

/in original and one carbon copy of the manuscript presented for final 
authentication should be prepared for Agency Publications Service* lni« 
Mai drafts should be provided in multi-cool** dependent upon coord-; nation 
required# 


Format© 


4 , All drafts should fee typewritten, double-spaced , 


fo. ; . Cantering ~ all centering should be related te xhe position of 
the text rather than to the blank page., 


the security elaneif icai. ion may be stamped or typed and should 
be centered aoproxima tely one inch from the top and feottoia of 
each page,, ..hen it is typed the classification should be in all 
capital letters and the words "Security Information” , uein* ini- 
tial capital letters, centered immediately below the classifica- 
tion at the top of the page. It is not necessary to repea* 
‘•'acurlty Informal?. on' 1 below the classification at the bottom of 
w;e page... 


Margins. Leave a left margin of twelve spaces, a right- margin 

«a* flea* 
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0. Formal Heading 0 

(1) Two lines hatow "Security Information'', at the left mtirgin 
type in capital letters the Heading "Central Intelligence 
Agency"; the following line type "REGULATION NO. " , 

(2) On the corresponding lines at the right margin* type t,he 
categorical heading of the Regulation (General* Operations, 
etc.) on the first line; type the date on the second line<> 

to Subject. Three lines below the formal heading (two lines if 
there is a reference or a rescission) type the subject of the 
regulation, underline} centered in solid capital letters 0 

go Reference and/or Rescission:. A reference or a rescission* en- 
closed in brackets* is shown at the left margin two lines below 
the formal heading o If both occur in the same regulation,, show 
the reference first* the rescission two lines below. 

ho Contents. Two lines below reference or rescission type "CONTENTS" 
centered in capital letters. Prepare brief oontents as a sylla- 
bus of the Regulation. 

1. Text. 

(1) Paragraph Numbers. All paragraphs and sub-paragraphs should 
be numbered or lettered. "Exhibit fl" shows the breakdown 
pattern to be followed. 

(2) Paragraph Titles. Titles of major paragraphs and key lead 
phrases of the sub-paragraphs should be capitalized to 
high-light contents. 

(3) Indentation and margins. The text is begun three lines below 
the content. Major paragraphs should be indented four 
spaces. Sub«paragraph8 should be indented in multiples of 
four spaces. Die second line of text* whether major paragraph 
or sub-paragraph should be aligned with the initial letter 

of the paragraph. 

j. Subsequent Pages. 

(1) Repeat the security classification and formal heading on 
each subsequent page. 

(2) Do not carry over subject or paragraph heading to subse- 
cjuont psgQflc 


k. Pagination. Number all pages consecutively (including exhibits 
and attachments) at .he bottom center of each page; except that 
regilations of only one pare will not be numbered. 


RESTRICTED 
Security Ynf o mat ion 
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lo Appendices and Attachments* On appendices and attachments, 
"Exhibit *A* W , "Attachment l", «tc 0 , will be shov/n in solid 
capital letters in the upper right hand corner. 


si* Sample format,, Exhibit A. is attached for use as a pattern for 
format® 


KKSrJaCftO 
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